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Public User Guide

I. Introduction

Welcome to the Grants Review and Tracking System (GRANTS) for the California Department of Water
Resources. Your organization can ensure efficient contract management and project oversight by using
GRANTS. GRaNTS is an interface that enables the project team to work together to manage contracts
terms, project tasks, expenditures, and deliverables. DWR and Project Partners will track:

e Bond funds, cost-share from other state, federal, local, or other contributions that sum to the
total project amount

e Milestones and project tasks

e Expenditures vs. percentage of work complete

e Deliverables

e Checklists of customizable items

e Invoice payment process

o Task level details

This guide provides screen by screen instructions for using GRANTS. If you need additional assistance
using GRANTS, contact us at (888) 907-4267 or GRanTSadmin@water.ca.gov.

To use GRANTS you must create an account through the registration process (Figure 1: Registering in
GRANTS).

Once you are registered you can use the system to prepare and submit proposals for an online
solicitation, view contracts & projects, manage your organization’s interaction with DWR, and prepare
and submit invoice summaries and other activities that are related to the administration of Bond Funds
through DWR.

Modules within GRANTS can be accessed using the RED tabs (the tab turns BLUE when you have selected
a GRaNTS module). The Sub-Modules are displayed as hyperlinks in the blue banner under the Module
tabs. Within the Sub-Modules, the information presented may be further divided into Workbooks which
are shown as gray tabs in the main display panel.

Home | Programs Contracts

My Projects  All Projects

Rewview | Award Projects Invoice | Reports
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Figure 1: Registering in GRANTS
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II. Getting Started

The launch page is located at: http://www.water.ca.gov/grants/.

Browser Requirements: Internet Explorer Version 6 or later
e  GRANTS works best with Internet Explorer Version 6-9.

e [f you are using Internet Explorer and the version is greater than 9 or other Browsers, you will
get the following message:

« C' & htps//grants.water.ca.gov/Login/BrowserCompatbility.aspx b

% Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

Attention

You are attempting to access this website with a browser other than Windows Internet Explorer (IE) 6-9.
If you are using IE Version 10 or greater, please re-enter this page in Compatibility View Mode (Tools>Compatibility View Settings).

Thank you.

Far information regarding GRanTS -42B7 or email GRanTSa

e |f you are using Internet Explorer and the version is greater than 9, please turn on Compatibility
View as shown on the next page:

Project Services Office Page 3
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1. click Tools and then click Compatibility View settings

. https://grants.water.ca.gov/Login/BrowserCompatibility.aspx

. Untitled Page
File Edit View Faverites
x @[5ecuresearch | Delete browsing history.. Cirl+ Shift+ Del
InPrivate Browsing Ctrl+Shift+P
D e F Turn on Tracking Protection €

.GOV G F ActiveX Filtering 9

Fix connection problems...

Reopen last browsing session

Add site to Apps

View downloads Ctrl+)
Pop-up Blocker 3
SmartScreen Filter 3

Manage media licenses

Manage add-ons
2 | m

| Compatibility View setting
| J

Subscribe to this feed...
Feed discovery 3
Windows Update

Performance dashboard Ctrl+Shift+U B

OneMote Linked MNotes
Send to OneMote

Report website preblems

Internet options

2. Under Add this website, enter “ca.gov” , and then click on Add button

% Change Compatibility View Settings

|m.gov | | Add

Websites you've added to Compatibility View:

Remove

Display intranet sites in Compatibility View
Use Microsoft compatibility lists
Learn mare by reading the Internet Explorer privacy statement

Project Services Office
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3. Make sure all the check boxes are checked

&5 Change Compatibility View Settings

i
Add this website:
| Add
Websites you've added to Compatibility View:

ca.gov Remowve

Display intranet sites in Compatibility View
LIse Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

4. Click on Close button.
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The following graphic shows the GRANTS Home page:

Grants Review and Tracking System (GRanTS)

LINKS

¥ For information regarding

GRanTs,
please call
(888) 907-4267
or email I i | - . . .
GRanTSadmin@water.ca.gov What is GRanTS? I GRanTS Vision | Getting Started | Help | Project Mapping

% Fall 2012-2013 Funding

Onportunities Welcome to the Department of Water Resources (DWR)
" 2{':’3 Funding Fai Grants Review and Tracking System.
! unding Fairs

% Statewide GRanTS is a web-based tool that can be used to:

= Apply for Bond funded grants and loans

- Manage Bond funded contracts and track projects

= Submit electronic contract deliverables and invoices

NOTE: The Bond Management System (BMS) has officially changed its name to Grants Review and
Tracking System (GRanTS) as of July 2013.

GRANTS

SIGN 1IN

The GRANTS Home Page has information we encourage you to read before you begin using GRANTS.

Please review this guide, the Quick Start Guide, Frequently Asked Questions, and other training tools
located at this site.

To begin, click on the GRANTS Sign In button on the bottom of the launch page.
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The login screen is displayed so the user can enter his/her User Name and Password and click on the Log
In button to log in:

Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

GRANTS

GRanTS News
BMS has changed its name to the Grants
Review and Tracking System (GRanTS).

LOG ONTO GRanTS

User Name:

Password:

Forgot Password
Registration

Click on the Registration hyperlink located under the Log In button to enter in your information so that
you can start using the GRANTS system.

The User Registration page is displayed:

User Profile

Contact “-__ Organization Tx._ Account '-.\

First Hame: * Phone (Office):

Middle Name:

Phone (Direct):

Last Hame: * Phone (Mobile):

Next ] [ Cancel

On the User Registration page, the following three tabs are visible:

e Contact
e QOrganization
e Account

Project Services Office Page 7



Public User Guide

In the Contact Tab, fill out your First and Last Name, and Phone (Office) information, and then click on
the Next button.

User Profile

Contact ‘ Organization Yx._ Account '-.\

First Name: Phil * Phone (Office): (916) 878654563 =
Middle Hame: Phone (Direct): [ T = -
Last Hame: Berman e Phone (Mobile): |[_] I

[ Mext ] [ Cancel ]

NOTE: The fields marked with a red asterisk (*) are mandatory and must be completed.

User Profile

L Contact Crganization ‘ Account .'-.\

Organization: |Sesr:h for Crganization.. Division/Address List: |Sesr:f? for Division.. + * Add New

Address1:

City: Califarnia B

(=T

The Organization tab will be displayed. For detailed information about searching, adding, or joining an
organization, please refer to the Organization Section of this guide. You can either start typing the name
of your organization in this field to narrow the list to show matching organization names, or you can
select an existing Organization name from the dropdown field.

Select a Division from the Division/Address List dropdown field.

@ If your Organization or Division is not found, click on the Add New hyperlink located next to the
Organization or Division dropdown menu. Please do not type the Division information directly on this
screen. For additional details pertaining to adding a new Organization or Division, follow the following
links: Click here to add a new Organization and click here to add a new Division.
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Values for the Address, City, State, Zip, Phone, and Web site fields for the selected Organization and
Division will be auto-populated by the system once a Division has been selected from the dropdown

menu.

User Profile

Contact Crganization “.__ Account '-.‘

Selected Organization "Agricuttural Water Management Council' is Registered.

Organization: |hgricultural Water Managem+ s t‘ UGSV Division/Address List: Select Division it |‘Adc| News

. Agricultural Water -
LAl Management Council
. Agro Industrial
City: Management Irrigation
and 5oils Consultants E
Alameda County *
FCD&WCD E
Alameda County Resource
Conservation District
Alameda County Water
District
Alameda County Water Mext ] [ Cancel
District
Alameda County Water
Diistrict
Alameda Point

3

California .

- Exk

If you share a Tax Identification Number (TIN) with a higher level organization (i.e., Plumas
County Water and Power Agency and Plumas, County of) be sure to register the higher level
organization (Plumas, County of) and create the lower level organization (Plumas County Water
and Power Agency) as a division of that organization. Failure to do so can result in multiple
divisions of a county or city trying to use the same TIN. The TIN must be unique to an
organization.

Click on the Next button to go to the Account tab.

User Profile

Contact Organization “.__ Account '-.\

Selected Organization "Alameda Point Collaborative’ is not Registered.

Organization: Alameda Point Collaborative ~ |‘Add 5V Division/Address List: Alameda Point Collaborative: = f‘Ach New

Addressi: G677 W. Ranger Ave o

City: Alameda . California - .

Zip: 94501 * L)~ Ewt:

Project Services Office Page 9
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In the Account section, do the following:

e Specify a Username (your email address: JDoe@gmail.com)

e Specify a Password (must be at least 7 characters long and must contain at least three of
the four groups: lowercase alpha, uppercase alpha, numeric, and special characters)
Confirm the Password
Select a Security Question from the Security Question 1 dropdown selection
Provide an Answer to the selected Security Question 1
Select a Security Question from the Security Question 2 dropdown selection
e Provide an Answer to the selected Security Question 2

Click on the Save button to complete your registration.

User Profile

[ Contact \ Organization T Account \

Username/Email: celm@amail.com

Password: sesssssnes *

Confirm Password: sesssssnes

] P
S e In what city or town was your first job? Modestd| .

[+

Security Question 2: What is your mother's maiden name? A Josephine E

[+

The User Registration Confirmation popup window will show that: “You are successfully registered with
GRANTS.” Click on the OK button to go to your home screen.

You are successfully registered with
GRanTs.
P—

_—

Project Services Office Page 10
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N
(STOP)
@ If the system reports that Selected Email is already registered with GRANTS when you click on
the Save button, then you already have an account in GRANTS but it is inactive. Call (888) 907- 4267
or email GRaNTSadmin@water.ca.gov if this occurs.

User Profile

[ Contact \ Crganization T Account

UsernameiEmail: kamele23@haotmail.com E

Password:

Confirm Password:

In what city or town was your first job?

Security Question 1: Modesto *

=

i i ?
T T T What is your mother's maiden name? - Loraiine B

=

[ sae | [ cancel |

l Selected Email is already registered with GRanTS. I

If the Organization selected (on the Organization tab) during User Registration is a new (unregistered)
Organization, then the following additional message is displayed at the end of the User Registration
process: Your Organization is not registered in the GRANTS. Would you like to Register Organization
now?

“our Organization iz not registered in
the GRanTS. Would you like to Register
Organization now?

To register your organization, please follow the instructions in the Organization Registration section of
this guide.

@ Only the Organization Administrator can register an Organization in GRANTS. Login to GRANTS and
the Organization Administrator will be shown on your home page. Contact the Organization
Administrator and ask the person to register the Organization. If no Organization Administrator
is shown on your home page, contact GRANTSadmin@water.ca.gov to register the organization.

Project Services Office Page 11
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III. GRANTS Home Screen

Enter your e-mail and password established in the steps above.

Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

GRANTS

GRanTS News
BMS has changed its name to the Grants
Review and Tracking System (GRanTS).

LOG ONTO GRanTS

User Name:

Password:

(oo

Forgot Password
Registration

You will be allowed into the system and your Home Page will be displayed:

Home | P5Ps | Review | Projects | Contracts

Home My Profile

Public User Guide (12MB}

| NEW SOLICITATIONS

2 Mew solicitations are available!

MY APPLICATIONS

In Progress
Submitted
Awarded

YOUR ORGANIZATION'S ADMINISTRATOR 15:

=]
(=]

—
=

o

For information regarding GRanTS please call 907-4267 or email GRanTSadming@water.ca.gov.

The GRaNTS Home tab displays proposals solicitations (PSP/RFP) that are available to apply for through
GRANTS, the name and contact information for all Organization Administrators for organizations of which
you are a member, and the statuses of your applications.

L

To view projects, contracts, and proposals that belong to an organization, send an email or
call the organization’s administrator to ask for access. The Organization Administrator’s
contact information is listed on the right side of your home page as circled above.

Project Services Office Page 12
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To edit your personal profile, click the My Profile link in the blue selection bar.

Home | P5Ps | Review | Projects | Contracts

NEW SOLICITATIONS

2 New solicitations are available!

MY APPLICATIONS

In Progress

Submitted
Awarded

YOUR ORGANIZATION'S ADMINISTRATOR IS:

Organization Hame
RJOrg

|Administrator]|

nramyaj@gmail.com

Public User Guide (12MB}

Phone Number
(111) 111-1111

lease call (;

or email GRanTSadming@water.ca.gov.

The system shows the My Profile screen. To edit or delete a phone number, click on the Pencil or Trash
icon on the far right side of the screen. To add an additional phone number, click on the Add New

hyperlink.

Home | PSPs | Review | Projects | Contracts

Home My Profile

My Profile

Contact Organization
CONTACT DATA

Becount

First Name: Carol o

Middle Name:

Last Name:

Mesman .

PHONE NUMBERS
i Add New;
Phone Type | Area Code | Phone Ho | Extension Ho |
Office 916 651 - 7031 s
Mobile 916 999 - 9999 5841 I s g I
OfficeFax 916 999 - 9999 9 l P ,

For information regarding GRanTS please call (88

Project Services Office
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To become a member of another organization, navigate to the Organization workbook tab.

Home | P5Ps | Review | Projects

Contracts

Home My Profile

My Profile

Contact Organization Account

CONTACT DATA

First Name: Carol =

Middle Name:

Last Name: Mesman =

PHONE NUMBERS
Add New>|
Phone Type | Area Code | Phone Ho | Extension No |
Office 316 851 - 7031 7 g
Mobile 916 999 - 9999 5841 WA
OfficeFax 916 999 - 9999 9 7 B

For information regarding GRanTS please call

From here, select the name of the organization you would like to join from the dropdown menu, select a
division, and click on the Save button.

Home | P5Ps | Review | Projects | Contracts

My Profile

Contact Organization Account
ORGANIZATION DATA

Selected Organization 'RJ0Org’ is Registered.

Organization: | RIOIg v [ Add New Division/Address List: |Flying Turkey : 5483 Hogwarts Cir v | = Add New

Address1: 5489 Hogwarts Circle i

City: Rocklin - California v .

Zip: 95784 * () _ - Bxt:

Web site:

For information regarding GRz

This will update your organization and division. . If you cannot find the organization or division, see the
Add New Organization or Add New Division sections of this guide.

If you want to add a second organization to your profile without removing yourself from the
organization you were initially a member of, please contact the Organization Administrator or GRanTS
Admin at (888) 907-4267 or GRaNTSadmin@water.ca.gov.

Project Services Office Page 14
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To edit your account information, including your password, select the Account workbook tab.

Contact

—
Organization l Bccount '

ACCOUNT DATA

Username/Email: otmail.com

New Password:

Confirm New Password:

Security Question 1: In what city or town were you born in?

Security Question 2: What is your pet's name?

modesto =

Xena 2

For information regarding GRanTS please ca

7 or email GRanTSadmin@water.ca.gov.

Click on the Save button when you have finished making changes.

Project Services Office
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V. Forgotten Password

You have only 5 attempts to enter your password. If you enter a wrong password, “Your login attempt
was not successful. Please try again” message will appear as shown below.

% Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

GRANTS

LOG ONTO GRanTS

User Name: suresh.grantsi@gmail.co

Passward:

| *our login atternpt was not successful. Please try |

again
Log In

Forgot Password
Renistration

For information regarding GRanTS please

If you are unable to correctly enter the password in five attempts, you will be locked out of the
account for security purposes. Contact the Organization Administrator, or the GRANTS Admin at
(888) 907-4267 or GRANTSadmin@water.ca.gov to unlock and reactivate your account.

% Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

GRANTS

LOG ONTO GRanT3

User Name: suresh. grants@gmail.co

Password:

Your accountis locked. Please contact the System |

Admin.
[ Log In ]

Foroot Password
Eenistration

For infarmation regarding GRanTS please ¢ B7 or email GRanTSadm

Project Services Office Page 16
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To reset a forgotten password, click on the Forgot Password link on the GRANTS Login page.

GOV

For information

Department of Water Resources
GRANTS REVIEW AND TRACKING SYSTEM

GRANTS

LOG ONTO GRanT5S
User Name:
Password:
Forgot Password
Reaqistration

egarding GRanTS please call i

) 907-4267 or email GRanTSadmin@water.ca.gov.

The Forgot Password page will be displayed. On the Forgot Password page, enter the
Username/Registered email address of the Public User whose account password is to be reset. Click on

the Validate User ID button.

Username/Reqistered email:

kana.grants@gmail.com|

Validate User ID

Laﬁcel

For information regarding GRanTS please call (888) 907-4267 or email GRanTSadmin@water.ca.gov.

The two security questions defined during the User Registration process and associated with the user

account are displayed.

Usemame/Registered email:

kana.grants@gmail.com

Please answer the following security
questions.

What was your
childhood nickname?

‘What is your pet's

name? LIIITT]

Y ] 3 unsuccessful attempis.
Submit Cancel

Validate User ID

For information regarding GRanT$S please call (388) 907-4267 or email GRanTSadmin@water.ca.gov.

Project Services Office
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NOTE: You have only 3 attempts to reset your password. If you are unable to correctly answer the
security questions in three attempts, you will be prevented from further attempts for security
purposes. Contact the Organization Administrator, or the GRANTS Admin at (888) 907-4267 or
GRaNTSadmin@water.ca.gov to reset your password.

After providing the correct answers to both Security Questions, click on the Submit button. The following
confirmation message is displayed on the Forgot Password page: A temporary password was sent to
your email account.

Department of Water Resources
GOV| GRANTS REVIEW AND TRACKING SYSTEM

Usemname/Reqistered email: kana.grants@gmail.com | Validate User ID

Please answer the following security
questions.

‘What was your
childhood nickname?
‘What is your pet's
name?

A temporary password was sent to your email account.

For information regarding GRanTS please call 907-4267 or email GRanTSadmin@water.ca.gov.

An email containing the temporary Password and instructions on how to reset the account Password is
sent to the Public User’s email address.

NEWWD D PUILD CIdiTLE wwedlicl

Lumosity.com - Lumosity Brain Games - Sponsored

Compose o W = ﬁ]— Delete _ﬂ Move ﬁ Spam = More ~

Inbox Temporary Login

Drafts
grantsadmin@water.ca.gov Today at 4:08 Pm

Sent To

Spam A new temporary password has been created for your logon. The temporary
password will expire in three days. Please navigate to the web site and
Trash login with:

e a A & K

Enl Password: M4dgSh

REEEnH You will be prompted for a new user password after a successful login.

GRanTS Administrator,
Department of Water Resources
8E85-907-4287
GRanTS5Adminfwater.ca.gov

Reply, Reply All or Forward | More

Project Services Office Page 18
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Log in again using the valid Username and the new (temporary) Password that was sent to the users
email account.

The Change Password page will be displayed after validating the Username and (temporary) Password.

Change Password
Current Password:
New Password:
Confirm New Password:

For information regarding GRanTS please cal

Use the Change Password page to reset the account password.

Change Password
Current Password: sesnse
New Password: sssnsssnes
Confirm Mew Password: onooooon|
[Submit |

For information regarding GRanTS please call (888) 907-4257 or email GRanTSadmin@ water.ca.gov.

After entering the needed information in the proper fields, click on the Submit button.

Project Services Office Page 19
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IV. Organizations

If you share a Tax Identification Number (TIN) with a higher level organization (ie., Plumas County Water
and Power Agency and Plumas, County of) be sure to register the higher level organization (Plumas,
County of) and create the lower level organization (Plumas County Water and Power Agency) as a
division of that organization. Failure to do so can result in multiple divisions of a county or city trying to
use the same TIN. The TIN must be unique to an organization.

A.  Searching for an Organization

User Profile

L Contact Organization i Account

Organizatio Search for Organization.. hd ENGITEVR Division/Address List: Search for Division.. v [ Add New

California - -

- Ext___

Next ] [ Cancel |

It is important to search and find your organization if it has already been entered into GRaNTS. There are
several reasons your organization might already be entered and they include the following:

e Your organization had a contract with DWR previously
e Someone else from a different division or location entered the organization
e The naming convention differs from another entry, i.e.

» City of Sacramento

» Sacramento, City of

» Sacramento Dept. of Parks and Rec.

Please search thoroughly for your organization before clicking on the Add New hyperlink. Your
organization is the primary entity that will contract with DWR. Each sub-department or division should
select the higher organization from the drop-down menu and either select their division or Add a New
Division to that organization.

To search for an organization, the basic steps are:
1. Select an existing Organization name from the Organization dropdown field. You can start
typing the name of your organization in this field to narrow the list to show matching

organization names.

2. Select a Division from the Division/Address List dropdown field.

Project Services Office Page 20
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3. Values for the Address, City, State, Zip, Phone, and Website fields for the selected

Organization and Division will be auto-populated by the system once a Division has been selected

from the dropdown menu.

User Profile

Contact COrganization “.__ Account '-.\

Organization: Divizion/Address List:

|Ssar:.h for Division.

 * Add New

3.1.3 Test
3.1.5.00rg_MName

Address1:

California

411
44

City:

AAFred
Acme Water Co.

- e

Acme Water Company

Acquisition Division
Action Pajaro Valley
Adcon Telemetry
Admin Test Org Name 2 Mext ] [ Cancel
Admin Test Org Mame 3
Admin Test Org Name Test
Affordable Desalination

B. Creating a New Organization

To enter a new organization name (one that does not exist in GRANTS) follow these steps:

et

N If you share a Tax Identification Number (TIN) with a higher level organization (i.e., Plumas
| [
@ County Water and Power Agency and Plumas, County of) be sure to register the higher level

organization (Plumas, County of) and create the lower level organization (Plumas County Water
and Power Agency) as a division of that organization. Failure to do so can result in multiple
divisions of a county or city trying to use the same TIN. The TIN must be unique to an

organization.

User Profile

Contact Organization “.,_ Account '-.\

Organization: Search for Division.. - |'Add New
Address1:
City: California v
* ) - Bt
Mext ] [ cancel |
Click the Add New hyperlink next to the Organization dropdown menu.
Project Services Office Page 21
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Add New Organization

‘Organization: Los Angeles Water District

City of Los Angeles *

Address1: 944 Whitley Avenue

4l Address2:

Sacramento

Califarnia s

93212 E

Enter the address and contact information. Click on the Save button to save the information you entered.
You will then be returned to the Organization screen.

C. Adding a new Division

After searching for and finding your organization, select the drop-down arrow to choose your division
and/or address location. If an entry in the Division/Address field is not found, it is necessary to add a

new one.

Click on the Add New hyperlink:

User Profile

Contact Organization ‘\ Account
| S|

Selected Organization "Affordable Desalination Collaboration’ iz Registered.

Organization: Affordable Desalination Collz ¥ [ Add New  IGEELTEEEEIRETE Select Division * Add New

Address1:

City:

Califarnia v«

- Bt

Enter the new division name (i.e. Department of Public Works), address, city, state and phone

information on the Add New Division panel.
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Add New Division

Organization Name: Affordable Desalination Collaboration Division Hame: Folsom Desalination Program

Address1: 245 W. Palmer 5t bl Address2:

City: Folsom bl State: California vz

Zip: 95630| k L) - B

Web site:

Cancel

Click on the Save button to save the information you entered.

A confirmation screen will appear once the information has successfully saved.

Folsom Desalination Program has been
successfuly added to Affordable

Des=alination Collaboration.
P—

(oK)

Click on the OK button and you will be returned to the original registration panel.

Now you will be able to find both your organization and your division populated in the drop-down
menu.

Select the division that was just added from the dropdown menu to populate the address information
and click on the Save button.

D. Registering an Organization

Organization Registration enables a user to register an organization in GRANTS by providing the Tax
Identification Number (TIN) associated with that organization. This process is required for organizations
applying for grant funds through DWR. If your organization is not registered, the system will prompt you
to register at the end of the user registration process. Only the Organization Administrator may register
your organization at a later date.
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If you register your organization during the user registration process, click on the Yes button when asked
if you would like to register your organization. You will be assigned as the Organization Administrator at
this time.

“our Organization is not registered in
the GRanTS. Would you like to Register
Organization now?

Yes

The Public User is redirected to the Register Organization page.

Register Organization

Organization

Name: Alpaugh Joint Powers Authority

Hick Name:

Tax ID:

Administrator's
Email:

Register | [ Ccancel

Enter the Organization Nick Name (not required), Tax ID (TIN) and Administrator’s Email. Since you are
the first user to register for your organization, you will be the Organization Administrator. Click the
Register button, and then click OK.

Register Organization

Ll . - o1 Joint Powers Authority

AJPA

125874334

Administrator's

Email: venukanthan.kana@wa-+
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Testkanay Inc' Organization is
successiully registered.

(]|
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Public User Guide

The GRANTS Home page for an Organization Administrator includes an additional tab for

Organization Admin:

Home | P5Ps | Projects | Contracts Clrgani:atiun}-\dmin

Home My Profile

NEW SOLICITATIONS

1 Mew solicitations are available!

MY APPLICATIONS

In Progress
Submitted

Awarded

RJOrg

Organization Name

Public User Guide (12MB}

YOU ARE THE ORGANIZATION ADMINISTRATOR FOR:

Drganization Tax ID
(FEIN}.
12345995999

Organization Name

|Administrator|

YOUR ORGANIZATION'S ADMINISTRATOR 1S:

Phone Number

RlOrg Carol kamele23@hotmail.com (916) 651-7031
RlOrg Devinder ddhillon@ucdavis.edu (916) 651-0243
RlOrg Ramya nramyaji@gmail.com {111y 111-1111

In addition to all of the functions that a general Public User can perform, the Organization

Administrator can also:

e Change organization name or tax ID information

e Register an organization

e Add or remove public users to/from an organization
e Change permissions for authorized public users of an organization
e Unlock a public user’s GRANTS account

The procedure and steps associated with each operation of Organization Administration are discussed in

the following section.

@ A public user must ask the Organization Administrator for permission to access projects,
~ contracts, and PSPs on behalf of the organization. Once registered in GRANTS under an
organization, the user will send an email to or call the Organization’s Administrator to ask

permission for access.
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A. Changing your Organization’s name or Tax ID

Click on the Organization Admin tab on the Home page.

Home | PSPs | Projects | Contracts L'_Irgani:atiunAdmin

Home My Profile

Public User Guide (12MB}

YOU ARE THE ORGANIZATION ADMINISTRATOR FOR:

Organization Tax ID
(FEIN).
RlOrg 1234599599

1 New solicitations are available! Organization Hame ‘

MY APPLICATIONS YOUR ORGANIZATION'S ADMINISTRATOR 1S:

In Progress

Organization Hame |Administrator| i Phone Number
Submitted RJOrg Carol kamele23@hotmail com (916) 651-7031

Awarded RJOrg Devinder ddhillon@ucdavis.edu (916) 651-9243
RJOrg Ramya nramyaj@gmail.com {111y 111-1111

The User Mgmt sub-menu item will be visible under the Organization Admin tab.
I

Home | P5Ps | Projects | Contracts | Organization Admin

User Mgmt

Select

Organization |Please Select -

Organization |

Hame:

Tax ID: [k

|Sa'-;-'=| |ﬁ| | Cancel

Users

| Add New |

The Organization Admin page is displayed. Select an organization from the Select Organization
dropdown menu.

Home | P5Ps | Projects | Contracts | Organization Admin

User Mgmt

Select
Organization l SliTeidniid Ll]

Organization Please Select o
Name: RJOrg s )

Tax ID: | 3

|Sa'-;-'=| |ﬁ| | Cancel |

Users

| 2dd New |

Project Services Office Page 27



Public User Guide

Details about the selected organization can be changed by selecting Edit. The entries in the Organization

Name and Tax ID fields can be corrected from this screen. To register an organization at a later date, the
Organization Admin enters and saves the Tax ID.

Home | P5Ps | Projects | Contracts | Organization Admin

‘Organization v

‘Organization
Name:

[RJorg

Tax ID:
Cancel
Users
Add New
User ID | Action

amit.raiftouchpointsinc. com

venukanthan@hotmail. com

ddhilon@ucdavis. edu

nramyaj@gmail.com

|kamelediun23 ahoo.com

151 hall| 1e]] 1l 1

| 1 ¥ 10f2Pagesh)l

B. Add or Remove Public Users from your Organization

Click on the Organization Admin tab on the Home page. On the Organization Admin page, select an
organization from the Select Organization dropdown menu.

Home | P5Ps | Projects | Contracts | Organization Admin

User Mgmt

Select
Organization lPFease S M ]
Organization | Please Select -

Tax ID:

o
o
@

m
2

dit Cancel

Users

| Add Hew
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Once an organization is selected, a list of public users registered with that organization will be displayed.
To remove a user from your organization, click on the trash can icon to the right of their email address.

P5Ps | Projects | Contracts | Organization Admin

User Mgmt

Organization Admin

Select

|RJOrg

Organization

Organization

[RJorg

Name:

Tax ID:

amit.raiftouchpointsinc.com

Users
Add New
User ID | Action

venukanthan@hotmail. com

ddhillon@ucdavis.edu

nramyaji@gmail. com

|kameledion23 ahoo.com

18 &)

|‘I ™ 10f2Pageshh

To add a new user to your organization, click on the Add New hyperlink.

PSPs | Projects | Contracts | Organization Admin
User Mgmt

Select

Organization | RiOrg

Organization

Name: RJOrg

Tax ID: 123499999

[save] [=oi] [Cancel |

Users

Add New

User ID
amit. raif@touchpointsinc.com

Action

ddhillon@ucdavis.edu

!}

wenukanthan@hotmail. com

!}

suresh.venukanthan@agmail.com

!}

kameledion23@yahoo.com

&l el 1al sl el

1 ¥ 10f2Pageshh
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The Add/Modify User screen will be displayed. Type the email address of the registered user you want
to add to your organization in the User ID box.

Home | P5Ps | Projec Contracts | Organization Admin

User Mgmt

Add/Modify User

User D testuser@arants.com i

Lock/Unlock 1

Organization
Admin O

Authorized User =

Click on the Save button to save the information entered.

If you wish to give them access to your organization’s projects, contracts, etc., see section: Authorize
permissions for Public Users of your Organization.

Without additional permission, they will only see when PSPs become available and your contact
information.

C.  Authorize Permissions for Public Users of your Organization

Click on the hyperlinked email of a registered public user on the Organization Admin page.

Home | PSPs | Projects | Contracts | Organization Admin

User Mgmt

Select

Organization

Organization
Name:

Tax ID:

Add New

User ID | Actio
amit.raif@touchpointsinc. com )

ddhillon@ucdavis.edu

venukanthan@hotmail. com

kameledionZ3@vahoo. com

suresh. venukanthan@gmail. com

1al| 1a]| el 1| b

1 ¥ 10f2Pages bl
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On the Add/Modify User page, the Organization Administrator can grant and revoke permissions for
different users within their organization:

Check the Authorized User checkbox to grant the selected public user access to your proposals,
contracts, and projects.

Check the Authorized User and Organization Admin checkboxes to grant the selected public user access
to the Organization Admin tools as well as the proposals, contracts, and projects.

Home | P5Ps | Projects | Contracts | Owrganization Admin

User Mgmt

Add/Modify User

User ID ameledion23@yahoo.com P

LockiUnlock

Organization
Admin

v [ES

[ sae |[ cancel |

If a user has forgotten their password, the lock/unlock box will be checked. Uncheck the box to allow the
user access to the system again.

=

user’s access to the entire GRANTS system. If you intend to remove a user from your organization you can

Take caution do not to check the LOCK box for a public user. The lock-out function will disable the

uncheck the Authorized User box or delete the public user from your organization.
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VIII. Preparing Proposal Solicitation Packages

Proposal Solicitation Packages (PSPs) can be released to the public through the GRANTS. PSPs can also

be called RFPs (Requests for Proposals). The online application process enables DWR to capture
electronic proposal data and review these proposals online.
On the PSPs tab, the following three submenus will be visible:

e Al PSPs

e My Proposals

e My Communications

Home | PSPs | Proiects | Contracts | Oroanization Admin

All PSPs My 5 N mmunications

Active PSPs
Program Hame PSP Name Released On Due Date Action Attachments
Desalination Grant Program Water Dezalination PSP 11182013 i P":a e Start Proposal No Attachments
Archived PSPs
. Select —
‘:m“""d £k GEC | select the Year ~
lame el S
Year

The page also lists the Active PSPs and Archived PSPs.

Home | PSPs | Projects | Contracts | Organization Admin

All PSPs My Proposals My Communications

Active PSPs
Program Hame PSP Name Released On Due Date Action Attachments

Desalination Grant Program Water De=alination PSP 11182013 i P":S &y Start Proposal No Attachments

Archived PSPs
. Select —
.:rchwed PSP Fiscal |5e|ectthe Year -
lame Sl S
Year
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On the page listing the active and archived PSPs, click on the Start Proposal hyperlink for the
PSP Name to start an application.

Home | P5Ps | Projects | Contracts | Organization Admin

All PSPs My Proposals My Communications

Active PSPs
Program Name PSP Hame Released On Due Date Action Attachments
Desalination Grant Program Water Desalination PSP 11182013 Pl 3 Start Proposal No Attachments

P

Archived PSPs
. Select S —
:rchwed [P Fizcal |Se|ectthe Year A
ame
Year

A.  Starting a Proposal

Department of Water Resources has many programs that administer Proposal Solicitation Packages. In
order to find specific information about the questions in the PSP, navigate to DWR Program Funding
Website Links. All of the information in each application process is explained in the Program Guidelines
on the website for that program.
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The proposal form will look similar to this:

Organization Admin

Ei\ppli:antlnfu ' Projects % GeneralInformation and Attachments ' Habitat Creation and Enhancement  \  Water Quality '\ Research ' Adaptive Managemm

\

Applicant Information
APPLICANT INFORMATION
Organization Name Please Select =
Tax D
Point Of Cantact” | Existing Registered Users| Add Mew Userl

Paint Of Contact Position Title®

Froposal Mame * Maximurm Character Limit: 150

Proposal Ohjective
P d = *Maximurm Character Limit: 2000

BUDGET

Other Contribution

Lacal Contribution

Inkind Caontribution

Amount Requested

|
|
Federal Contribution |
|
|
|

Total Project Cost

GEOGRAPHIC INFORMATION

Latitue = DD U g50

Langitude * DD+ M | 0 ss[o

Longitude/Latitude Clarification charastar Limit 350 MMM ) geatian Charastar Limit 100 WMadmum
Los Angeles B

County ngira =
Mariposa - |+
Acton Yalley =

CHENERREET EEED - [HE ﬁltniao}fhai;:bs/a\flil;?ilexander |
Alexander Walley-Cloverdale -
Central Coast B

Hydrologic Region  Help ﬁgmaggfs‘tver i
Morth Lahontan 7

Watershed Helo Maximurm
Character Limit: 250

LEGISLATIVE INFORMATION

10th Assembly District -
—— i Aty ot
13th Assembly District hall s
10th Senate District -
Sore D i S 2
13th Senate District hall s
District 1 (CA) -
US Congressional District Help g:::::g 1? ggig &
District 12 (CA) hall

Save ] [ Back ] [ Subrmit
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@ Click on the Save button after entering information on each page. Click on the other sections to
navigate to them and enter details.

@ If you receive an error on the Applicant Information page noting that you are not authorized to
create a PSP, double check that your organization has been registered and that your account has
been authorized by your Organization Administrator. Instructions for these steps can be found in
the Authorize a User and Organization Registration sections of this guide.
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Uploading Proposal Attachments

The following instructions will help you upload attachments to a proposal in GRANTS. Once the required
fields of the Applicant Info tab are filled out, you can click on the Application Attachments tab to
navigate to the page where you can go to upload necessary attachments to your proposal.

Home | P5Ps | Projects | Contracts

Organization Admin

My Proposals My Communications
—_——
|. Applicant Info ‘ Projects Y'\__ Eligibility Questions \ Application Attachments \
Applicant Information

APPLICANT INFORMATION

Organization Name RJOrg

Tax ID 123499999

Foint Of Contact =

(@) Existing Registered User5| s

) Add New Userl

oz

Ramya J

Address1:

Zip:

Division/Address List:

City:

Title:

First Hame:

Email:

Phone (Direct): (916) 2731111

Proposal Name Test

* Maximum Character Limit: 150

Proposal Objective Test

"

= * Maximum Character Limit: 2000

Click on the Select button to select which file you wish to upload. To upload more than one file, click the
Add button and another upload slot will appear. There is a maximum of 5 upload slots per question.

Home | P5Ps | Projects | Contracts | Organization Admin

Communicaticns

Applicant Info r'\__ Projects

Y'\__ Eligibility Questions ] Application Attachments

Attach.#01. Upload Attachment #01 here with file name as
"Desal_Att01_Signature™

(Upload Limit: 1 MB each}. M) Characters. Last Uploaded Attachments :
Select HRemove
r—

To delete one or more uploaded files, check the "Delete’ check-boxi(s)
next to the file name(s) and click Save

Attach.#02. Upload Attachment #02 here with file name as
"Desal_AttH02_Authorization™

(Upload Limit: 1 MB each). File Name Limit: 50 Characters. Last Uploaded Aftachments :
Select

MHRemove

]

To delete one or more uploaded files, check the "Delete’ check-box(s)
next to the file name(s) and click Save
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Browse through your computer for the file you want to upload. Select the file (restricted to one file per
upload slot) and click on the Open button.

Projects | Contracts | Organization Admin

My Proposals My Communications

[ Applicant Info ) Projects At Eligibility Questions 1 Application Attachments

i B
@ Choose File to Upload u
@uv| . » Network » Masdpla » RIO » Share » BMS » Module Guides + GRanTS-BMS ~ | 42 ||| Search GRanTs-BMS o

Organize v New folder =~ 0 @
. Share “  MName : Date modified Type Size nd
., BMS
PP ., For Review by Leslie 11/15/2013 8:55 AM  File folder
. Adm?n? or. .. For Review by Publication 11/15/2013 8:58 AM  File folder
y strati
: BMZ';'ON';;"CT D1 |\ icons and images 11/19/20137:25 AM  File folder |
. Budact Ch || Old Versions 11/13/2013 243 PM  File folder 1
. Bu ange .
. < ] g | ScreenshotCaptorPortable 9/18/201311:36 AM  File folder
- Dusmcess roc.ess I [El_] Admin Module Guide November 2013 kv...  11/13/20131:30 PM  Microsoft Word Dn... 76,203 KB
| Dat ]
: D::ct‘:"e:m" a"d oz 2 Award Module Guide November 2013 DD... 11/13/20131:28 PM  Microsoft Word D.. 73158 L
= N ® E:’: rrk EH ] BRASS-MPL-ABCRS and SAP 11/1/2013 816 AM  Microsoft Excel W... 674 KB
1. elNews mons . . . .
e et & Contracts Module Guide Novemnber 2013...  11/13/20131:32 PM Microsoft Word D... 51,971 KB
\/ Funding Relate ) - - ) L §
= BO:ID- ST E,_b] Figure 1-Public Guide-Registration 6/24/2013 10:22 AM Microsoft Visio Dr... 345 KB
. - [ For Contracts 10/2/2013 11:30 AM  Microsoft Visio Dr... 67 KB
o RS LHIES T B Thunice Madule Gnide Meavember 2003 0 1AM I1E DM Micrnenft Ward 11 28 T7A KR i
File name: Test23 + | All Files (.7)
Add Add

Repeat steps 1-3 for the all the attachments you wish to upload to the displayed page.

Attach.#19. Upload Attachment #19 here with file name as Attach.#20. Upload Attachment #20 here with file name as
"Desal_Att#19_PlanOff §" "Desal_Att#20_Otherinfo"

(Upload Limit: 1 MB each). File Name Limit:50 Characters. Last Uploaded Attachments :  (Upload Limit: 1 MB each). File Name Limit:50 Characters. Last Uploaded Attachments :
C\Users\emesman' Desktoph] HRemove Select MRemove

To delete one or more uploaded files, check the "Delete’ check-box(s) To delete one or more uploaded files, check the "Delete’ check-box(s)
next to the file name(s) and click Save next to the file name(s) and click Save
Save ] [ Back ] [ Submit

For information regarding GRanTS please 8) 907-4267 or email GRanTSadmin@water.ca.gov.

Scroll to the bottom of the page and click on the Save button. Wait for the GRANTS to confirm the save.

@ Uploading large amounts of data online may take some time. Be sure to wait for confirmation
before performing any other actions in GRANTS.
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You can navigate to My Proposals under the PSP tab and select the Attachments link to view all of the

attachments that have been uploaded for a given proposal.

jects | Contracts | Organization Admin

ommunications

My Proposals
Last
Proposal Title PSP Hame Organization Name Due Date Last Updated Updated | Status (Attachments
Oon
Water Proposal for Water ) ; ) -
;nger Proposal for Waler |,.icr psp RJOrg 033172011 riaya@gmail.coM 03/30/2011 |[Submittel| Attachments | Submit
Suresh Test Proposal 4 |cc oW Limitation-Tech& 0103172013 kvenukan 06/10/2013 Draﬂl Attachments | Submit
Consensus
p i - " —
;z:tﬂzgiufﬂ' Emal Test2014 RJOrg 06/27/2013 | 2uresh venukanthan@gmail. com| 06/27/2013 Submrt‘tel Attachments | Submit
Test Proposal - Suresh BDO P24 Group |l Projects |RJOrg 06/29/2013 | suresh.venukanthani@gmail. com|06/28/2013| Draft [§| Attachments | Submit
2080 Test sprint 2 PSP RlOrg 07/25/2013 | suresh.venukanthan@gmail. com|06/28/2013| Draft | Attachments | Submit
1~ 10f10 Pages b bl
My Archived Proposals
] Select S
Proposal Title rat | Search for Organization.. -

For information regarding GRanTS please

r email GRanTSadmini@water.ca.gov.

This shows you a full list of your proposal attachments from all sections of the application. We
recommend you open the attached files to ensure they are the correct version if you have uploaded

revisions several times.

¥
P5Ps | Projects | Contracts
All PSPs

Organization Admin

My Proposals

My Communications

Attachments
Proposal Ttile:
File Name | File Desc | Author
BMSTEst txt Attachment 15.
BMSTEst txt Attachment 14. (cont)
BMSTEst.txt Attachment 14,
BWMSTE=t bt Aftachment 15. (cont)

For information regarding GRanTS please cz

or email GRanTSadmin{@water.ca.gov.
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C. Submitting Proposals

A proposal can be submitted any number of times until the deadline for the PSP. If you submit a
proposal and later wish to make changes to the proposal simply open the proposal, make the changes,
and click on the Submit button again. Clicking on the Submit button on one section submits all sections of
the proposal.

LEGISLATIVE INFORMATION

10th Assembly District -
11th Assembly District (=1

Assembly District Helo 12th Assembly District

13th Assembly District = E

10th Senate District -
L 11th Senate District =
Senate District Help 12ih Senate District

13th Senate District v =

District 1 (CA) -
District 10 (CA) 1=

US Cengressional District Help District 11 (CA)

District 12 (CA) - a

Save ] [ Back ] [ Submit ]

For information regarding GRanTS pleaze c or email GRanTSadmin@water.ca.gov.

Your proposals will be saved under the My Proposals submenu item under the PSP tab.

Last
Proposal Title Organization Name Due Date LastU ted Br Updated | Status |Attachments

On
Test 2012 Agriculture RlOrg 0411372011 ddhillon 02/01/2013 | Awarded| Attachments | Submit
Test 20121 Agriculture RlOrg 04132011 ddhillon 02/01/2013 | Awarded| Attachments Submit
Test Name Change Leslies2012forNewTabs RJOrg 09/30/2013 ddhillon@ucdavis.edu 08/28/2013 1| Attachments (| Submit
Test Leslies2012forNewTabs RJOrg 09/30/2013|devinderdhilon23@gmail.com| 04/22/2013| Draft | Aftachments || Submit
Yy Qi ) ) ; S—
Why Ihave to chanoe e |, .o jeeopiaforiewTabs  |RIOrg 09/30/2013|  apurvkis@gmailcom | 0&/02/2013(5 1| Attachments || Submit

name?

1~ 10f10 Pages kbl

My Archived Proposals
g?;::izaﬁon |Sesr:h for Crganization.. -

For information regarding GRa EdSE CE or email GRanTSadmin@w
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IX. Viewing Contracts

Click on the Contracts tab on the Home page.

Home | PSPs | Projects | Con Owrganization Admin

Home My Profile

Public User Guide (12MB}

YOU ARE THE ORGANIZATION ADMINISTRATOR FOR:

‘ Organization Tax ID

- ic i i : -
1 New solicitations are available! Organization Hame (FEIN}.

RJOrg 123499999

MY APPLICATIONS
YOUR ORGANIZATION'S ADMINISTRATOR 1S:

In Progress

Submitted Organization Name |Administrator| Phone Humber
[ RJOrg Carol kamele23@hotmail. com (916) 651-7031
RJOrg Devinder ddhillon@ucdavis.edu (916) 651-9243

For information regarding GRanTS please call 7-4267 or email GRanTSadming@water.ca.gov.

The My Contracts page will be displayed showing all of the Contracts that you have been assigned to as a
part of the contract team.

cts | Organization Admin

My Contract List

Export Data

Contract Contract Award Last

Program Name Contract Name ; Status

Program Name ‘ Number Contract Hame Amount Amount u te Status

e 2005 4600004 R AT R R 21 RIOrg $371,000.00 | $371,000.00 | 11/19/2013 | Active
Program Restorati

For information regarding GRanTS please call S07-4267 or email GRanTSadming@water.ca.gov.

Click View All Contracts and then Filter, to see all Contracts for that organization. You can also filter by
DWR Program and Year.

Click on the hyperlinked Contract Number to display the details of the Contract.
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The Contract Workbook is displayed with the details of your contract with DWR. Most data will be view
only. If you see any errors or items that need to be changed, please contact your DWR contract manager.

Contracts

Organization Admin

Contract Overview Budget

Contract Data

Amendment Project

Contract Team

Communication Attachment Invoice Return

Program Name: Watershed Program
Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)

4600004

Contract
Number:

Yuba Watershed Assessment, Visioning ¢ =

Watershed Program

z

Program:

il - -
Fiscal Year: |k w

Organization [iEA[elf]
Name: +

The project aims te increase

Description:
H local capacity for watershed

4 b

Active - =

Project |Venukanthan, Kana
Manager:

Organization

|Dhi||on, Devinder ddhillon@ucdavis.edu -

[SERIETEAN - Select a date -

- Select a date -

$371,000.00

Award Date: |[FakFrl

Award

; - .
Type: | Fixed Price

Contract li
Amount: | $371,000.00
Retention o

Percentage:

Retention
Cap:

Current Ii
Retention: $0.00

Save Amend

For information regarding GRanTS please ca

r email GRanTSadmin@w ater.ca.gov.
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X. Viewing Projects

Select the Projects tab on the Home page.

Organization Admin

Public User Guide (12MB}

YOU ARE THE ORGANIZATION ADMINISTRATOR FOR:

‘ Organization Tax ID

1 Mew solicitations are available! Organization Hame (EEIN).
RIOrg 123499399
MY APPLICATIONS
In Progress
Submitted Organization Name |Administrator| Phone Number
Jr—— RJOrg Carol kamele23@hotmail com (916) 651-7031
RlOrg Devinder ddhilen@ucdavis.edu (916) 651-9243

7 or email GRanTSadming

For information regarding GRa

The My Projects page will be displayed. This page shows all of the projects for which you are listed as a
part of the project team.

Organization Admin

P5Ps | Projects | Contracts

Export Data
Select Program: (All Programs) - (AllYears) -
My Projects
Add New

Program Hame

Project Hame

B Local Groundwater Assistance Prop 50 01/01/0001 | 01/01/0001

Program

or email GRanTSadmin@w

For information regarding GRanTS please
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In the Projects Workbook you can see the details of your projects under contract with DWR. If you see
any errors or items that need to be changed, please contact your DWR project manager.

Projects | Contracts | Organization Admin

Project Overview Location Budget Milestone Task Benefit Project Team ‘Communication Attachment Checklist Contract Return

Project Data

Program Name: Local Groundwater Assistance Prop 50
Project Name: Yuba County Water Agency Regional Monitoring Well Program (BMS00053)

Project Name: Yuba County Water Agency Regional Monitoring Well Progra = [l Local Groundwater Assistance Prop. = =

Prlma!yr Ir_nplementlng Yuba County Water Agency |2 Secon_dan_r Implementing
Organization: ‘Organization:

Project Statu Completed And Fully Paid + = Reportable 110 Group Code BMS00053
Project Web Site: Water Code Citation{Url):

Approval Date: - Select a date -

Scope of Work: Project Objective:

- Select a date -

Project Cost: 5246,246.00
End Date: - Select a date -

Install six dedicated monitoring wells to
supplement its existing well network and

5246,246.00
-Select a date -

Installed five dedicated =
monitoring wells toc better -

El

Description: Description:

Fund Type: .Select Fund Type.. -

-

For information regarding GRanTS please
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XI. Communications and Attachments

In the Contract, Project, Invoice, and PSP modules you will find Communications and Attachments tools.
These tools have been created as a place to store critical information and documents regarding the
Proposal, Contract, Project, or Invoice with which the communication or attachment is associated. All
communications and attachments are visible to DWR staff assigned to the Project, Contract, or Proposal.
There is an upload feature within the Communications tool to provide for attachments as well. In the
PSPs module, for example, click on the My Communications submenu tab and the My Communications
page will be displayed.

My Communications
Select A | Select , .
Organization Search for Organization.. - Search for Proposal. - |
Add New
Date | Proposal Hame | Organization | Communicationzs | Author | Attachments
. . No
03/29/2011 Test 20121 RJOrg ask reya@gmailco | v hments
04/01/2011 WATERSHED RJ APRL1 PROP1 RIOr ETERE UL IR WREEINY || ome e [laiserrers
g and then and s0 need the access Jayaiggmar.
; . No
08/0142013 Water Proposal for Water PSP RJOrg test ddhillen@ucdavis.edu Attachments
; . No
08/0142013 Water Proposal for Water PSP RJOrg test ddhilleni@ucdavis.edu Attachments
; . No
08/01/2013 Water Proposal for Water PSP RiOrg test ddhilen@uedavis.edu |, oo e
; . No
08/01/2013 Water Proposal for Water PSP RIOrg testl ddhilen@uedavis.edu | oo e
; . No
08/01/2013 Water Proposal for Water PSP RIOrg testl ddhilen@uedavis.edu | oo e

Each entry on this page has the following details: Date, Proposal Name, Organization, Communications,
Author, and Attachments. An Add New hyperlink is also displayed to add new communications on the
My Communications page.

New Communication

Select Organization Search for Organization.

-
- it

Select Proposal =arch for Proposal.

Select Note Type Eearch for Note Type.. il

Communication Note il -
Spell Check

|Description|

File D | Select =Remove
Attachments

No uploaded files
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XII. Working with Invoices

The Invoice tab of the contract workbook enables a public user to:
e Prepare an Invoice for a Contract
e Save an Invoice for completion at a later time
e Submit an Invoice for a Contract
e Add/edit Attachment(s) for an Invoice
e Add/edit Communication Note(s) for an Invoice

The invoice feature in GRANTS allows for task level tracking of Bond expenditures throughout the life of
the contract. The following process describes the general use of the system.

Select the Contracts Module tab from the Home Page.
I

Home | P5Ps | Project: | Contracts | Organization Admin

Home My Profile

Public User Guide (12MBY

NEW SOLICITATIONS YOU ARE THE ORGANIZATION ADMINISTRATOR FOR:

L - o Organization Tax ID
i) Urganization kame ( )
1 Mew solicitations are available! Organization Name ‘ FEIN).
RJOrg 123459999
MY APPLICATIONS
YOUR ORGANIZATION'S ADMINISTRATOR IS:
In Progrezs 24
Submitted Organization Hame |Adm|n |strator| Phone Number
Awarded RlOrg Carol kamele23@hntmall com (916) 651-7031
RJOrg Devinder ddhillon@ucdavis.edu (916) 651-9243

For information regarding GRanTS please c 7-4267 or email GRanTSadmin@water.ca.gov.
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Under the Contracts Module tab, select the My Contracts sub-module.

PSPs | Projects | Contracts | Organization Admin

My Contracts

My Contract List

Select Program: (All Programs) - Select Year: (AllYears) -

[C] View All Contracts

Export Data

Contract Award

Frogram Name = Amount
Program Hame Contract Name Amount Amount

Watershed 2005 4600004 “f'uba Watershed Asmsmnt, Visioning and
Program — Restorati

For information regarding GRanTS please call (85

On the My Contracts page, select a Program from the Select Program dropdown field. Next, select a
fiscal year from the Select Year dropdown field. To view your organization’s completed or closed out
contracts, select the View All Contracts option. Click on the Filter button once you have made your
selections.

PSPs | Projects | Contracts | Organization Admin

My Contracts

My Contract List

Select Program: (All Programs) - Select Year: (AllYears) -

Export Data

Program Hame — Contract Name Contract Award
= Amount Amount
Watershed 4600004 “uba Watershed As&essn'_ient, Visioning and RIOrg $371,000.00 $371.00000 | 11192013 | Active
Program Restorati

For information regarding GRanTS please call | 907-4257 or email GRanTSadmin@water.ca.gov.

The Active contracts being managed by your agency will also be listed on this screen. Click on the
hyperlinked number under the column Contract Number to open the details of the selected contract.

Home | P5Ps | Projects | Contracts | Organization Admin

My Contracts

My Contract List

Select Program: (All Programs) - Select Year: (AllYears) =

[T] View All Contracts

Export Data

Contract
Amount

Program Hame Contract Hame

Watershed
Program

“fuba Watershed Assessment, Visioning and

4500004 Restorati

5

For information regarding GRanTS pleaze call { 907-4267 or email GRanTSadmin@water.ca.gov.
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The Invoice workbook tab is found in the submenu for the Contracts Module. Use this tab to access
Invoice information.

Projects | Contracts | Organization Admin

My Contracts

—
Ah‘.achmentl Invoice ' Return

Contract Overview Budget Amendment Project Contract Team Communication
Contract Data
Program Name: Watershed Program
Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)
T 4600004 : Yuba Watershed Assessment, Visioning ¢ =
Number:
Program: ‘WaterShed Program v Fiscal Year: [k 3
Organization [izA[els]
.
) . . "
Sroer T The project ) aims to increase Active -
local capacity for watershed 57
Project |\J’enukanthan, Kana T|* - - ) )
Manager: Dhillan, Devinder ddhillon@ucdavis.edu T|

Start Date:  [ERIElade N k10
Award Date: [[Fak¥el ]

- Select a date -
$371,000.00

Award T
. -
Type: Fixed Price arant
Contract ’7
Amount: §371,000.00
Retention ——
e 8% ae oo

Current ’7
Retention: 5000

dmin@water.ca.gov.

GRaNTS is designed to save the invoice data for both the Grantee and DWR project managers to access.

Projects | Contracts | Organization Admin

ontracts

Contract Overview Budget Amendment

Project Contract Team Communication Attachment Invoice Return

Program Name: Watershed Program
Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)

Add New |
Number | Date Start Date | End Date Amount Status Submitted On
Pending 112010 11/2009 1Mz010 50.00 In Preparation
Pending BMi2013 BMi2013 83052013 32.00 In Preparation
Pending 22013 322013 B92013 S0.00 In Preparation
1 22013 B/4/2013 882013 $1.00 Submitted 852013
Pending 100102013 101672013 102572013 $1,000.00 In Preparation

For information regarding GRanTS please call

Project Services Office
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The invoice numbers, dates, period of work being billed, amount billed, status, and date submitted are
listed in a column format.

To see the details of an Invoice in this list, click on the Invoice Number hyperlink.

Organization Admin

Contract Overview

Invoice List

Budget Amendment

Project

Contract Team

Communication

Attachment Invoice

Return

Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)

Program Name: Watershed Program

Add New |
Number Date Start Date | End Date Amount Status Submitted On
Pending 112010 1112009 112010 30.00 In Preparation
Pending aM2013 812013 83072013 32.00 In Preparation
ﬂ' B212013 3212013 BM2013 £0.00 In Preparation
1 Br22013 B/412013 BM2013 51.00 Submitted BI52013
Pending 10/M142013 10/16/2013 100252013 $1,000.00 In Preparation

For information regarding GRanTS please ca

r email GRanTSadmin@water.ca.gov.

A. Preparing an Invoice for a Contract

To add a new Invoice, click on the Add New hyperlink displayed above the Invoice List on the Invoices
workbook tab.

Organization Admin

Contract Overview Budget Amendment Project Contract Team Communication Attachment Invoice Return

Invoice List

Program Name: Watershed Program
Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)

Start Date

End Date

Status

Submitted On

Pending 112010 1172009 12010 £0.00 In Preparation
Pending aMi2013 aMi2013 83072013 32.00 In Preparation
Pending 22013 8212013 B2013 $0.00 In Preparation
1 8212013 Bi4r2013 8192013 £1.00 Submitted 852013
Pending 10/M142013 10/16/2013 100252013 $1,000.00 In Preparation

For information regarding GRanTS please ca

r email GRanTSadmin@water.ca.gov.
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Complete the Invoice Date and Period information. Click on the Add New Line Item hyperlink to begin

entering Invoice data.

P5SPs | Projects | Confracts | Organization Admin

Invoice Attachments Communications
Invoice
Print Preview | [ Return |
g b 4500004 olce be
endo : RJOrg Devinder Dhilon PO |- Select a date - 2
Addices Linc 1212 ddhilon@ucdavis.edu p——
dd (916) 651-9243 o
B ~ *
Atlanta 9165519444 _Select a date - ] +|TO |- Select a date
Georgia
D 95610

Add New Line tem

Total Contract Amount paid to date :

Signature of Organization's Authorized
Representative

Printed Name of Organization's
Authorized

Representative

Signature of DWR Manager

Approval

Service Entry Sheet Number

—

[ Submit ] [ Cancel ]

For information regarding GRan

Project Services Office
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The following image shows the fields that auto-populate and those that are calculated manually. Most
Programs encourage grantees/contractors to track expenditures by task in a spreadsheet tool. The
information provided by this screen is easily transferred into spreadsheet form while the calculations are
kept separate.

Invoice
Puinl Praview Ruofum
i e b Pendng
RO o [ Devinaer Dhion T U (11572013 i -
1212 = ] dddunGuudevs edv I -
e ol ue | From|1ys/ons B * To |30 =
Geur)
Select bl Enter Enter | Enter Enter
Project Manually Manually o i O Manually Manually
]l
Seled Praject - - = | | E— | E— | e e |
: - Camal
A Haw Line Bemy Todal Coalract Amsount paid (o date
Select Auto- Auto- e Auto-
Task Populated Populated Populated
: Date
| ety Seetbe |

Select a Project from the Project Name dropdown list of Projects associated with the Contract.

The Task No. and Description dropdown menu will be populated with Tasks associated with the Project.

Select a Task from the Task No. and Description dropdown menu. Specify values for the following fields:

e Current Invoice Amount e Org providing Other Cost Share

e Local Cost Share e Remaining Cost Share to be Spend
e Federal Cost Share e Remaining Budget

e Other Cost Share e Comments

Click on the Save button displayed at the bottom of the Invoice Line Item page. Click on the Return
button displayed at the top of the Invoice Line Item page.

Repeat the steps above, as necessary, to complete the invoice.
Rows can be edited or deleted.
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B. Invoice Attachments

The attachment feature in the invoice module enables you to upload supporting documentation for
invoices into GRaNTS. Click on the Attachments tab in the Invoice Workbook for a particular Invoice to

begin.

Home | P5Ps | Projects | Confracts | Organization Admin

My Contracts

Invoice Attach it Communi

Invoice

[ Print Preview ][ Return]

Agreement Number Invoice Number: [Z2iG]

Vendor Name Contact Name Devinder Dhillon Invoice Date: ﬁmzom *

Address Line 1 Contact Email ddhilloni@ucdavis.edu R ——

Address Line 2 Contact Phone (916) 651-9243
To ﬁflfzom o

City Contact Fax B166519444
State

From

1/1/2009 o

Zip

Click on the Add New hyperlink displayed above the Invoice Attachment List on the Attachments tab in
the Invoice Workbook.

¥
Home | PSPs | Projects | Contracts | Organization Admin

My Contracts
Invoice Attachments Communications
Invoice Attachment List
Add New
I No records to Display

Be sure to provide a description, select the file type (aka. Content Type) by using the dropdown menu and
indicate by checking if you want this attachment shared with others on the project team by clicking the
private box: Yes or No. Click on the Save button once you’re done.

Home | PSPs | Projects | Contracts | Organization Admin

My Contracts

Invoice Communications
Invoice Attachment List
Add New
| Mo records to Display
ADD ATTACHMENT

WO Attachment #1

Content Type: S]] -
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@ The Private? checkbox: If you check Yes, only DWR staff will be able to view this attachment.
Checking No allows everyone on the contract team to see the attachments. Once saved, attachments
cannot be deleted or edited.

L
Home | P5Ps | Projects | Contracts | Organization Admin

My Contracts

Invoice Attachments. Communications 4
Message from webpage M
Invoice Attachment List
Add New @ Attachments can not be appended or deleted once posted.
ADD ATTACHMENT
Do e Attachment #1

Content Type: [iSi«:1]

AR N EIER] CiUsers\cmesman\De. | Browse...
e [ ves FNo

Click on the OK button, and you will be brought back to the Invoice Attachment List page where an
Attachment saved successfully verification will appear indicating that the attachment, including its
details was saved successfully.

Home | P5Ps | Projects | Contracts | Organization Admin

Ny Contracts
Invoice C
Invoice Attachment List
Add New |
File Name | Description | Type | Author
Test?d xisx Attachment #1 Excel Carol Mesman
Attachment saved successfully.

C. Invoice Communications

Click on the Communications tab in the Invoice workbook for a particular Invoice.

Home | PSPs | Projects | Contracts | Organization Admin

My Contracts

£
Invoice M\‘.achmentsl Communications '

Invoice Attachment List

Add New |

File Hame | Description | Type | Author
Test?3 xisx Attachment #1 Excel Carol Mesman
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Click on the Create Note hyperlink below Invoice Communication List

Home | P5Ps | Projects | Confracts | Crganization Admin

My Contracts

Invoice Attach it Communi

Invoice Communication List

Create Note

No records to Display

A note is used to specify the details of Communication entries created on the Add Communication
interface. It is also possible to upload Attachment(s) for the Communication entry. Click on the Save
button when you have entered the necessary information.

Home | P5Ps | Projects | Contracts | Organization Admin

My Contracts

Invoice Attachments Communications

Add Communication

11/21/2013 iz

Date of Activity:

Type: Kick-off Meeting A

|Description|
File D C\Users\cmesmanh Desktoph | Select ®Remaove
Attachments:

| Add | | Delete

No uploaded files
Private?: vez [ No

ATTACHMENTS

@ Regarding the Private? check box: If you check Yes, only DWR staff will be able to view this
communication. Checking No allows everyone on the contract team to see the note and
attachments.
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You can see existing communications and their corresponding attachments by clicking the hyperlinked
date in the Invoice Communications List.

Contracts

PSPs | Projects Organization Admin

My Contracts

Invoice Attachments Communications

Invoice Communication List

Create Note |

| 12172013 Kick-off Meeting

Comments Attachments Private Author

D. Submitting an Invoice

Once finalized, the invoice can be printed, signed, and sent with the documentation required by the
funding program. Click on the Submit button when the invoice is ready to be reviewed and processed by

DWR.
Signature of Organization's Authorized
Printed Name of Organization's Authorized

Signature of DWR Manager

Approval

Service Entry Sheet Number

(swom

|

For information regarding GRz

Once your invoice has been submitted, the status will update on the invoice list. An email will be sent to
the DWR Contract Manager to notify them that an invoice has been submitted.

Home | P5Ps | Projects | Contracts | Organization Admin

My Contracts

Contract Overview Budget Amendment Project Contract Team Communication Attachment Invoice Return

Invoice List

Program Name: Watershed Program
Contract Name: Yuba Watershed Assessment, Visioning and Restorati (4600004)

Add New |
Number | Date | Start Date | End Date |  Amount | Status | Submitted On
Pending 1172010 11112009 11172010 525.00 In Preparation
Pending 8172013 812013 8302013 s2.00 In Preparation
Pending 11/52013 11452013 31202014 50.00 In Preparation
Pending 8/2/2013 80212013 /912013 50.00 In Preparation
Pending 10172013 101612013 10/25/2013 $1,000.00 In Preparation
1 80212013 81412013 8/9/2013 51.00 Submitted 8I5/2013

For information regarding GRanTS please ca or email GRanTSadmin@water.ca.gov.
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